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organize your sales and use tax records
the excel worksheet tool, available at http://destinationtax.dor.wa.gov, is a stand-
alone tool that can be used to organize your sales and use tax records. the tool 
uses microsoft excel software.

Who is it for?
this tool is designed for users who need a simple system to keep track of sales and 
the amount of sales tax for each sale. it is especially useful for smaller businesses 
that make deliveries to customers and need to charge sales tax based on where the 
products are delivered. you do not need internet access to use this tool once you 
have downloaded it. 

What does it do?
the excel worksheet tool provides a sales ledger in which to enter each sale.  
the user selects the location where the product is delivered to the customer. the 
worksheet automatically calculates the sales tax rate, the amount of sales tax to 
be collected, and the total amount to charge the customer. this information is then 
summarized by location code for easy entry into e-file or a paper excise tax return at 
the end of a reporting period. a business filing on paper may print the local sales tax 
information and attach it to the tax return as an addendum. 

How often are updates needed?
Because sales tax rates and location codes may change quarterly, it is important  
to update the worksheet every quarter.

See examples on the reverse side.

Excel Worksheet 
Destination - based Sales Tax Tools



examples
Sales Ledger

Business Information Sales and Deduction Information Local Sales Tax Information Billing Totals

entry: Business information

entry: 
gross 
sales 
price

entry: tax exempt 
amount and 
corresponding 
deduction code.

automatic: 
Sales 
price less 
exempt 
amount.

entry: enter either the location 
code, city, or county jurisdiction 
in which the sale is sourced. only 
enter in one column for each sale.

automatic: displays location code, 
jurisdiction, and tax rate based on 
entered information.

automatic: displays the 
sales tax to be collected 
and total amount to 
charge for each sale.

inv. 
no.   date customer name

Sales 
price

exempt 
amount

ded’n 
code

taxable 
amount

loc. 
code city county

loc. 
code 
used Jurisdiction used

Sales 
tax 

rate Sales tax

total 
amount 
charged

123 2/14/08 Joe Smith 40.00 40.00 tacoma 2717 tacoma 8.8% 3.52 43.52

124 2/15/08 Jeff Jones 600.00 600.00 Whatcom 3700 Whatcom 7.8% 46.80 646.80

125 2/16/08 cathy Brown 50.00 50.00 1726 1726 Seattle 8.9% 4.45 54.45

126 2/18/08 george Black 60.00 60.00 04 0.00 0000 #n/a #n/a #n/a #n/a

127 2/18/08 cathy Brown 80.00 80.00 1726 1726 Seattle 8.9% 7.12 87.12

128 2/19/08 Jeff Jones 400.00 400.00 Bellingham 3701 Bellingham 8.4% 33.60 433.60

Local Tax Reporting
Sum of Local Taxes

location code total

2717 40.00

3700 600.00

1726 130.00

3701 400.00

printed on recycled paper 
prepared by the taxpayer Services division
tSfS0063 
april 2008

to inquire about the availability of this document 
in an alternate format for the visually impaired, 
please call (360) 705-6715.

teletype (tty) users please call 1-800-451-7985.

State Sales tax and deduction information

code deductions
taxable 
amount

Gross Retail Sales:

State retail sales tax 01 1,230.00 

Sales Tax Deductions:

Bad debts 01 0.00 

cash and trade discounts 02 0.00 

interstate and foreign Sales 04 60.00 

tax in gross 14 0.00 

Sales to uS government 18 0.00 

motor vehicle fuel Sales 19 0.00 

prescription drugs/hearing aids/lenses/etc 21 0.00 

exempt food Sales 22 0.00 

Qualified nonresident Sales 23 0.00 

trade-in allowance 24 0.00 

newspapers 25 0.00 

certain network telephone Service 26 0.00 

Sales to indian with delivery on reservation 28 0.00 

Sales of feed to fish farmers 29 0.00 

taxable amount for tax paid at Source 30 0.00 

returns and allowances 31 0.00 

Sales to nonprofit art/cultural art object display 32 0.00 

ride-Sharing vans 34 0.00 

purebred livestock for Breeding 35 0.00 

tax deferral 36 0.00 

Sale of mfg machinery/equipment; install labor 56 0.00 

retail Sales tax exmpt purchases by farmer 59 0.00 

direct pay permits 70 0.00 

other 99 0.00 

Total Deductions 60.00 

1,170.00 

Summary for Retail Sales Tax


